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Foreword 


The Translation Bureau was created in 1934 to meet 
the translation needs of federal government depart- 
ments and agencies. Success in providing translation, 
and the related services developed since the Bureau’s 
creation, depends on cooperation and understanding 
between the Bureau and its clients. 


We have written this booklet to explain the Bureau to 
you, and to tell you what we can do for you and how 
you can help us do it. The Bureau’s aim is to serve 
you efficiently and economically, and to work with you 
in producing texts of quality in both official languages. 
We hope that after reading this booklet, you will have 
a clear idea of our ability in the official, native and 
foreign languages, and of how you can draw on that 
ability. 


The booklet is in two parts. The first describes the 
translation, interpretation and terminology services we 
offer. The second tells you how to obtain these serv- 
ices and how to plan for their use. There is a list of 
contacts at the end @ 


A question of communication 


@ 


A translator or interpreter is the link between people without a common 
language who must rely on someone else in order to communicate. 


This communication must satisfy both sender and recipient. The author or 
speaker wants to get a message across, and the reader or listener ex- 
pects to be addressed in clear, correct and appropriate language. 


Although translation and interpretation share the same objective — the 
transfer of a message — the processes differ. In the following description 
of the Bureau’s services, we’ll explain each process and discuss the tools 
translators and interpreters need to do their job properly. 


The main services provided by the Bureau are: 
@ translation ; 

@ interpretation 

m terminology and documentation. 


Translation 


The Bureau devotes 80% of its resources to transla- 
tion. It employs over 1,000 full-time translators, many 
working in client departments and agencies, and it 
can also call on about the same number of freelance 
translators. 


The translation process 

The translator must first make sure he (or she) has 
understood every detail and every shade of meaning 
in the original text. Not until then can he begin to re- 
create the original message in the other language, 
often by means of quite different structures and ex- 
pressions. This obviously demands a mastery of both 
languages, a good analytical mind and great perse- 
verance. But the translator must also have a wide- 
ranging general knowledge and be particularly sensi- 
tive to the context of the document he is translating. 
He works better if he Knows the purpose of the docu- 
ment and its destination since this helps him choose 
the most appropriate style and form for putting the 
message across. The result will then be a translation 
that fully expresses the author’s meaning while read- 
ing like an original composition. 


The quality of the finished product does not depend 
on the translator’s knowledge and skill alone. It’s also 
affected by the quality of the original text, the back- 
ground material available and the time allowed for 
translation. Producing good work takes time. 


Services available 

The Bureau’s translators work in English and French 
(official languages services) and in over 60 other 
languages (multilingual services) for some 150 gov- 
ernment departments and agencies. 


Each year we translate 200,000 documents, a total of 
about 260 million words — or the equivalent of 2,000 
books of 500 pages each. 


Covering all areas of government activity, these docu- 
ments include parliamentary proceedings, newspaper 
articles, scientific research papers, international 
agreements and official correspondence of all kinds. 


Official languages translation accounts for the lion’s 
share of our work. For ready access to these services, 
we maintain translation units in Halifax, Moncton, 
Québec, Montréal, Toronto and Winnipeg, as well as 
in the National Capital Region. These units are backed 
up by our central sections and by freelance translators 
carefully screened and tested by the Bureau. We can 
also mobilize special teams to work in a wide range of 
disciplines. 


Our multilingual services not only provide translations 
but also proofread the galleys of material they have 
translated for publication in foreign languages. They 
can also prepare final texts in foreign languages and 
even calligraphy for non-alphabetical languages such 
as Chinese or Japanese. As well, they will check that 
the foreign and official language versions of interna- 
tional agreements are equivalent. 


For translations from other languages into the official 
languages, you may, if you prefer, ask for a written or 
oral summary of the contents of lengthy documents 
rather than have them translated in full. This is usually 
quicker for you and cheaper for us. 


Machine translation 

The Bureau is continually developing its machine 
translation capability — draft translation by computer, 
revised by human translators. Machine translation is 
most suited for texts with only a limited vocabulary 
and simple sentence structure (for example assembly 
and maintenance manuals or weather forecasts). Cer- 
tain technical or repetitive texts may eventually be 
dealt with by machine, thereby freeing translators for 
more challenging work 0 


Interpretation 


Interpretation services are available in the official, 
native and foreign languages. 


The interpreter’s task 

The interpreter is a specialist in spoken translation. At 
a conference or meeting, for example, his or her job is 
to listen carefully to what is being said, and to express 
it in another language so that others can follow the 
proceedings. The skill of listening to a message in one 
language and repeating it in another is far from com- 
mon. Like the translator, the interpreter must be pre- 
pared to deal with any subject and be able to convey 
each speaker’s message accurately. 


The quality of the interpretation often depends on the 
help the interpreter receives in preparing for an 
assignment, especially when the subject matter is 
technical or specialized. Documentation supplied well 
in advance and meetings arranged with specialists 
enable the interpreter to get a clear idea of what he or 
she will be interpreting. 
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Services available 

Apart from its official-languages services to Parlia- 
ment, the Translation Bureau provides interpretation 
for governmental conferences and for non govern- 
mental conferences sponsored by departments or 
agencies. These services are available in native or 
foreign languages as well as in English and French. 
On occasion, escort interpreters are assigned to assist 
foreign visitors during their stay in Canada, or to ac- 
company Canadian delegations travelling abroad. 


Two types of interpretation are available: 

# simultaneous — the message is interpreted while 
the speaker talks 

@ consecutive — the speaker’s remarks are 
summarized during pauses and at suitable inter- 
vals (about every 10 minutes). Consecutive inter- 
pretation is particularly useful for small group dis- 
cussions of technical subjects. 


Technical facilities 

Simultaneous interpretation, the most widely used at 
conferences, requires technical facilities that enable 
the interpreter to hear everything being said and to 
have the best possible view of all participants, particu- 
larly those speaking. 


The client department or agency is responsible for 
providing the necessary equipment and technicians. If 
you need advice the Bureau will be glad to help you. 


Travel and accommodation 

No charge is made for interpreters’ travel and accom- 
modation expenses for conferences within the National 
Capital Region. For conferences outside the Region, 
the Translation Bureau usually makes the reserva- 
tions and pays the bills, but it must first obtain an 
advance from the client department or agency. 


Cancellation costs 

Because it may be too late or impossible to reassign 
interpreters, cancellation of a request for interpretation 
services can be costly. 


Reassignment becomes even more complicated when 
freelance interpreters have been retained. This is why 
the agreement you sign with the Bureau sets a dead- 
line for cancellation. After that date, you will be re- 
quired to pay the fees of any freelance interpreters we 
haven't been able to reassign 1 


Terminology 
and Documentation 


We are all aware of the proliferation of words and ex- 
pressions in everyday speech. This is even more evi- 
dent in specialized fields. Although the translator or 
interpreter may completely understand the message, 
finding the appropriate term in the other language is 
sometimes beyond his resources. Writers working in 
one language often run into similar problems. Here 
terminology and documentation services prove their 
worth. 


Terminology research 

It is the role of terminologists to identify the terms 
used in each language and to indicate their usage and 
appropriateness. The results of their research and 
that of translators, client departments and outside or- 
ganizations are added to the Bureau’s computerized 
terminology bank and are continually updated. Com- 
puter terminals located in most translation units put 
this rapidly expanding store of terminology at the 
translators’ fingertips. 


Terminological information 

The Bureau’s translators and interpreters have direct 
access to our terminology information centre as well 
as our bank. The centre also welcomes inquiries from 
other public servants. 


The Bureau publishes English-French glossaries, 
called Terminology Bulletins, dealing with specific 
fields. It also edits L’actualité terminologique, a mon- 
thly review of research and development in terminol- 
ogy and linguistics. You can order these publications 
from the Department of Supply and Services. 


Standardization of terminology 

With the rapid progress in modern technology, com- 
panies and institutions working in the same field tend 
to create their own terms to describe the same 
concepts. This is also apparent within the federal gov- 
ernment. The Bureau works with government depart- 
ments and agencies, as well as with international 
standardization bodies, to reach agreement on the 
terminology to be used in a variety of specialized 
fields. Standardized terminology will do much to im- 
prove communication between specialists while eas- 
ing the task of writers and translators. 
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Other documentation 

In their daily work, the Bureau’s translators, inter- 

preters and terminologists depend on: 

# specialized dictionaries and glossaries 

@ books and documents in the original or translated 
versions 

# works on terminology or linguistics reflecting the 
changes in the languages themselves. 


For this reference material they can count on the ex- 
tensive network of Bureau libraries and associated 
departmental and private documentation centres. 


Information provided by clients 

Translators and interpreters often need additional in- 
formation relating to the text or subject they are 
dealing with. The client department or agency can and 
must provide this information. We'll come back to this 
point later 


You can help us serve you better. . . 


The language services we've just described are designed to meet your 
needs. The Bureau’s budget of some $50 million and its staff of nearly 
2,000, including 4,300 language specialists, are committed to this goal. 


To make the bes®usé of these resources the Bureau and its clients must 
plan and work together. The following pages explain how this cooperation 


can be achieved, and what you can do to help us serve you better. 
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... by planning 


To tailor our operations to your needs, we must know 
what those needs are. We like to be forewarned that 
you will be sending a long text for translation, or that 
you will be needing an interpreter. Similarly, it is im- 
portant for us to know whether your department 
expects to have one million or 10 million words for 
translation during the next year. 


The best time to determine your translation or inter- 
pretation needs is when you're planning your work for 
the coming year. You should then be able to tell us 
the number of words or documents for translation, the 
nature of the work, and your production schedule. If 
you’re not sure how to do this, the Bureau will be glad 
to help you. 


Joint planning helps us match resources to demand 
throughout the year. This in turn cuts down on rush 
jobs, overtime and freelance costs, and helps us 
maintain the standards you expect from us. 


Joint planning is particularly important for lengthy 
texts (50 pages or more). These may well require ex- 
tensive terminological research or special teams of 
translators and terminologists. 


Make sure you allow enough time for translation and 
for the preparation of the final document. We will nor- 
mally give you one copy of your translation. Additional 
copies or special formats are your responsibility un- 
less other arrangements are made LJ 


... by working together 


Despite its considerable resources, the Bureau clearly 
Cannot respond at once to each of the 200,000 re- 
quests it receives annually. This demand must be 
managed in such a way that we can meet the real 
priorities of client departments within a planned 
framework. 


With this in view, the Bureau has grouped its clientéle 
into five portfolios: economic, legal, military and tech- 
nical, scientific, and socio-administrative. A senior 
manager is assigned to each group. He is responsible 
for helping his clients plan their needs, organizing the 
services they require, and periodically reviewing with 
them the service they receive. 


Teams of translators are assigned to work directly 
with client departments and agencies. The managers 
of these teams ensure day-to-day liaison with clients. 


Some departments and agencies have designated an 
official or coordinator (not to be confused with the 
official languages coordinator) to oversee the depart- 
ment’s use of the Bureau’s services, plan future re- 
quirements and establish priorities. This arrangement 
has led to closer cooperation between the Bureau and 
the client departments, particularly if the person des- 
ignated has the necessary authority. We recommend 
that all our client departments and agencies adopt this 
practice U 
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...by supplying 
information and 
background material 


As we mentioned earlier, it is your responsibility to 
provide the information and background material 
needed by translators and interpreters. This will speed 
up their work and give you a better product. 


Reference works and other information 

Texts sent for translation often refer to other docu- 
ments, published or not, that may even have been 
translated. By providing such references (books, 
speeches, press releases, reports, correspondence, 
or glossaries) you can help the translator familiarize 
himself with the subject matter and cut down consid- 
erably on research time. It’s also essential to know 
who the readers of a document will be, and what use 
they are likely to make of it. 


If you’re sending a modified version of a text that has 
already been translated, indicate the changes made 
to the original (by underlining, for example) and attach 
the previous translation. The translator can then iden- 
tify the changes at a glance. 


Quotations, excerpts and abbreviations 

To avoid unnecessary research or retranslation you 
should indicate all quotations or excerpts from other 
documents and identify their source. When using any 
unusual abbreviations or initials, be sure to give their 
full meaning: it might be best not to use them at all. 


Correspondence 

Your letter will be translated better if you attach the 
related correspondence as this will suggest the tone 
or style to adopt and the terminology to use in the 
translation. 


Scientific or technical research papers 

By checking with your library you can find out if the 
document or publication you want is already available 
in the other official language. This can save consider- 
able time and money. 


For texts written is foreign or native languages, you 
must first consult your librarian, who will check the in- 
dex of the Canada Institute for Scientific and Techni- 
cal Information (CISTI) to see whether the document 
has already been translated. If so, the library will get 
you a copy. Otherwise it will send the text to our mul- 
tilingual services for translation. The translation will 
eventually be added to the CISTI index. If you’re look- 
ing only for specific information contained in a docu- 
ment, our translation service will, on request, scan it 
for what you need C1 


... by sending us 
two copies of the texts 


We ask you to send us two clean copies of every text 
you submit; the translator will use one as a working 
copy, and the other will be kept for control purposes. If 
you want a copy back with your translation, three 
copies are required. 


Our multilingual translation services require, along 
with the text to be translated, two copies of everything 
directly related to it — tables, charts, diagrams, photo- 
graphs or bibliographies. These will be incorporated 
into the translation to give you a complete translated 
document. We'll type correspondence for you on your 
letterhead if you send it with your request (not appli- 
cable to official languages translation) U 
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... by filling out 
the appropriate form 


To have a text translated you must fill out a translation 
request form: stocks are obtainable from the Depart- 
ment of Supply and Services. 


For interpretation, the procedure is different. A tele- 
phone call is normally all that’s required. We will com- 
plete the necessary forms and send them to you for 
signature. If, however, the assignment will take the in- 
terpreter outside the National Capital Region, your ini- 
tial request must be in writing and must confirm that 
you will pay all travel and accommodation expenses. 


We need the translation request form for a number of 
purposes: 

# to obtain details about the text to be translated 

m to keep track of the text 

= to commit resources 

@ tocollect statistics and other planning information 


Please make sure the form contains all the following 
information: 


Control number 

The control number, printed on the form, enables us 
to keep track of your text from the moment we receive 
it in the Bureau. You should refer to this number in 
any enquiry about your translation. 


To 

Here you should indicate the translation unit serving 
your department or agency, or, for native or foreign 

language translations, Multilingual Services Division. 


Document to be translated 

Give the title of the document in full and any refer- 
ences needed to identify it. For example, if the docu- 
ment is an article taken from a periodical, give the 
name and issue; if it's a chapter or part of a longer 
work, give the full title of the work, not an abbreviated 
title. 


Contact 

Indicate clearly the name of the author of the docu- 
ment or the name of a resource person who can be 
contacted if necessary. Include enough information for 
us to be able to reach this person (telephone number 
and city) bearing in mind that texts may be sent out of 
town for translation. 


Date required 

Generally, it's up to you to set a deadline you consider 
reasonable, taking into account priorities, the nature 
of the text, and the urgency of the request. If we fore- 
see that we will be unable to complete your translation 
by the date requested, the manager of the translation 
unit or the departmental coordinator will call to discuss 
a new deadline. 


If the text is more than 5,000 words long, you should 
get in touch with the coordinator or the translation unit 
before setting a deadline. As a guide, an 8 1/2” x 11” 
page of double-spaced typing contains 250 to 300 
words. 


For texts in languages other than English or French, 
you should consult the Multilingual Services Division 
about deadlines. 


Special instructions 

This space is provided for instructions concerning the 
content of the text, the urgency of the translation, spe- 
cial handling etc., as well as for references to related 
documents. 


Authorizing officer 

Since a translation request effectively commits public 
funds, it should be signed by someone with the appro- 
priate financial authority. The translation of one 300- 

word page, for example, costs approximately $50. 


Former requests 

If the text you’re sending us for translation is related to 
a former request give the contro! number, so that we 
can refer to the previous translation. 


Return address 
Indicate in full where you want us to send the transla- 
tion, or attach a label with the return address L1 


... by keeping 
in touch with us 


If you receive an evaluation sheet with your transla- 
tion, please fill it out and return it promptly. Your com- 
ments and suggestions help us improve our service. 


We'll be glad to discuss any changes you think should 
be made to our translations. 


It helps us considerably if, as a general rule, our client 
departments and agencies provide us with a copy, in 
each language, of all their new publications @ 
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Translation 
Bureau services 


To obtain information or to request the Bureau’s serv- 
ices, call the appropriate office on the following list: 


Service Office to contact 
Official m designated official in 
languages your department 
translation or agency 


m translation unit attached 
to your department 
or agency 


@ translation unit in your 


Telephone number 


Consult your departmental 
telephone directory or the 
Government of Canada 
directory 


region 
Translation in m the multilingual 
other languages translation service 
Interpretation m Official languages 


interpretation service 


g multilingual interpretation 


service 
Terminology m terminology 
information 
centre 
All other @ general enquiries 


information service 


(819) 997-1820 


(819) 997-2016 


(819) 997-2551 


(819) 997-4363 


(819) 997-3686 


‘re glad to be of service © 
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You now know what services are available from the 
Translation Bureau, where to obtain them, and how to 
help us improve them. 


Although the cost of translation and interpretation ser- 
vices — $50 million a year — is borne by the Secre- 
tary of State Department, not by client departments 
and agencies, it ultimately comes out of the taxpayer's 
pocket. By following our instructions and suggestions, 
you can help us keep costs down and improve the 
quality of our service. 


Need more copies? 

We've distributed this booklet widely. However, if 
you've been reading a colleague’s copy and would 
like to have one for yourself, please call our general 
enquiries service at (819) 997-3686 
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